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Steps Overview

Step 1. Rating Official initiates Interim Review (Pages 3-6)

Step 2. Employee inputs Interim Review and Mock End of Cycle self-
assessment for mock pay pool (Pages 7-12)

Step 3. Rating Official inputs Interim Review assessments and Mock End of
Cycle ratings for mock pay pool (Pages 13-20)

Step 4. Higher Level Review (Pages 21-25)

Step 5. Rating Official finalizes Interim Review (Pages26-28)

Step 6. Employee acknowledges Interim Review (Pages29-32)

Before You Begin

» Performance Plan must be created
— Job objectives must be in “Approved” status
— Weights must total 100%
— Overall plan must be in “Approved” status
* Mock End of Cycle assessment and Interim Review self- and supervisory
assessments should have been composed (in MS Word)
» Rating official should obtain concurrence from Higher Level Reviewer for
proposed ratings and interim review assessments



Step 1. Rating Official Initiates Interim Review

Log in to My Workplace, select NSPS Appraisals
(My Workplace)

° Department of Defense

MNavigator

=1 i [ra Workplace
= . All Actions Awaiting Y our Attention
NEPS Appraisals (My Warkplace) h

My Employee Information
Update My Informrmation

Change Password if required*
® Must select and provide answer to Security Question

® Include your email address
® Click <Apply>

Change Password

*|ndicates Required Field
xCurrent Password | eessssssee |

[

*New Password

#*Re-enter New Password !oo"nnn ‘
@Tl P Passwords must: contain & minimum of nine characters; contain a mix of at least two lowercase letters, two uppercase letters, two

numbers, and two special characters and be changed every 60 days. Example of Valid Password: EMpg2315a

NOTE: Your user profile indicates that you have not selected a 'Security Guestion' and ‘Answer' for your user account. In order for you to reset your
password via the Forgot Your Password' link at a later date, these security items must be stored in your user profile. Once information is entered,

select the ‘Apply’ button to proceed into the application.

%Security Question | What is your favorite color ¥
=Answer | yellow |

Wark Email Address (optional) i;hanel_hillar@us.army.mil|
@ TIP Atthough Work Email Address is optional, in order to take full advantage of the Self Service application (i.e., Self Service *

notifications), you are strongly encouraged to provide your work emall address.
Cancel Apply

(*This screen may or may not display)
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Select employee from list using blue pencil
(use “Next 5” to view additional names)

FPerformance Management As Rating Official

Plans/Appraisals in Progress
Filter | All Appraisals ¥ Create |Performance Plan v|Go)

15 v Next 5 <

Appraisal Effective  |Plan Approval Plan Appraisal
Initiator Employee Date Date Phase Status Details Appraise Delete Close Print
Averette, Les Fridell, Anderson 01-Jan-2008 05-Mar-2007 Approved  Ongoing fiit )] A
i g s | &
Averette, Les  Grahl, Annetta V' 01-Jan-2008 15-Nov-2006 Modified  Ongoing 8] A
M
Hillan, Shanel Hillan, Shanel B 01-Jan-2008 05-Apr-2007 Approved  Ongoing .
B
Averette, Les Pichette, Bert |  01-Jan-2008 02-Feb-2007 Modified  Ongoing P % C}
M
Averette, Les Weemes, Sid N 01-Jan-2008 04-Oct-2006 Modified  Pending [ L
] Approval ? G

Upper part of performance plan (scroll down)...

Rating Official Review

| Transferto Emplovee | [ Update PlaniAppraisal |

Employee Name Shanel Hillan Organization US ARMY CIV PERSONNEL
ADVISORY CENTER
ARSEWGDG13 01

Paosition 117087 .HUMAN RESOURCES SPEC Location Redstone Arsenal, US

(RECRUIT &
PLACE/CLASS).613999.ARSB.APPR

Occupational Code  0201.Human Resources Specialist Fay Plan/Pay Band YAD2
{(NSPS)

Employee Mumber 403811

YWork Schedule  Full-Time Assignment Status Active Appointment
Fay Pool ID Appraisal ID 1175

Setup Details

| Channge Rating Official |

Appraisal Type  Annual Appraisal - NSPS Appraisal Effective Date  01-Jan-2008
Fating Cycle Start Date  12-Jan-2007 Ferfarmance Plan Approval Date  05-Apr-2007
Rating Cycle End Date  30-Sep-2007
Fating Official Averette, Les M

Relevant Organizational Mission/Strategic Goals

1. Mational Security Personnel System is flexible, agile, credible, trusted and fiscally sound.

2. Systematically plan and forecast to achieve the civilian workforce necessary to support the Army's mission.

3. Armyys civilian workforce is capable, high performing, results oriented and richly diverse as America itself.

4. The Civilian Hurman Resource Comrmunity is strategically aligned and customer focused, and provides measurable, leading edge results.

Job Objectives
Only "Approved” Job Objectives will be used to calculate the rating of record and average score. All "approved” Job Objectives with assigned optional w

Show Al Details | Hide All Details

Details Job Objective Title Status Optional Weight (%) Adjusted Weight {%) Job Objective Rating Contributing Factor Impact Adj
= Show Obj 1 Special Projects APPROWED 35

B> Show Obj 2 Training Delivery  APPROYED 15

= Showe Obj 3 - Dewelop training APPROWED 30

B Showe Obj 4 Advisory Services APPROWED 20

Overall Job Objectives Information
Axerage Score
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Lower part of performance plan; click <Create Interim Review>

Rating of Record and Comments
Rating of Record
Rating Official Assessment

ADVISORY: Information inchided in this section wifprird on the "official DD Form 2906 Test, March 2008, Department of Defense NSPS Performance Plan Interim Review
(=)Closeout Assezsmert Annusl Performance Appraizel.

Employee Self-Assessment for Annual Appraisal

@ TIP Provide input that you wish to have considered as part of your perfformance rating assessment
ADVISORY: Information inchided in this section will prirt on the "official™ DD Form 2906 Test, March 2008, Department of Defénse NSPS Performance Flan Irérim Review
(=)Closmout Assezsmerd Annual Performance Appraizal.

J\.

Component Unique Information

ADVISORY: Information included in this section wilfpricd on the "official” DD Form 2306 Test, March 2008, Department of Defense NSPS Performance Flan Interim ReviewsiCiosed
Azzeszment Annual Performance Appraizal.

{Limit to 4400 characters)

Approvals and Acknowledgements

Perfermance Plan

HLR Emp Other
HLR Approval  HLR Approval RO Ack  Communication Communication Communication
Approval  Date Status Approval Emp Ack Date  Date Methaed Method

(Fequecl) 05:Apr2007 APPROVED  (Aupiove) ACKNOWLEDG P 05.4p-2007 S

Interim Reviews

|_Create Interim Review |
Details Request HLR (Optional) Higher Level Review Status  Higher Level Review Date  Start Date End Date Initiator Status Update
Mo data exists.

Closeout Assessments

|_Create Closeoul Assessment :|
Details Start Date End Date Initiator Status Update
Mo data exists.

Retumn to Pedformance Management As Rating Official { Transfer to Employee | | Update Planippraisal ) | Susmit Recommended Ratngs |
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Enter Start and End Dates
® Start date is NSPS Conversion date
® End date is last day of interim review period

Interim Reviews
( Create Interim Review )

Details Request HLR (Optional) Higher Level Review Status Higher Level Review Date Start Date  End Date Initiator Status Update

No data exists.

Create Interim Review

@ TIP An interim review should acknowledge achievements to date and suggested areas for improvement. It should facilitate meaningful dialogue and

exchange of concems,

ADVISORY: Information included in this section wilf print on the "official” DD Form 2906 Test, March 2006, Department of Defense NSPS Performance Plan Interim Review(s)/Closeout

Assessment Annual Performance Appraisal

C ication Dat
= Interim Review Start Date |12-Nov-2006 @ emmunication e

Communication Method
 Interim Review End Date |30.Apr-2007 = 4— e

]

Other Communication Method

Rating Official Assessment for Interim Review

(Limit to 2000 characters)

# @'ESEI)
Click <Save> button

Click <Transfer to Employee>

i f"l:ﬁlr}lﬁé -F'-:-til.lli_]': )

+

Click <Submit> button (top or bottom)

Share Appraisal Details with Employee

Details to be Shared with Employee
Select appraisal components completed by the rating official to share with the employee.
[“]Job Objectives

Employee Permissions
Indicate whether the employee can update planfappraisal.
[“]Update PlanfAppraisal

MNotification Message to Employee
Enter your message, and click Submit to share the appraisal with the employee.

Repeat same steps for all employees

_Cancel

_Cancel )

" Submit

S ubit
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Step 2: Employee Inputs Interim Review and Mock End of
Cycle self-assessments for mock pay pool

Click My Biz, then NSPS Appraisals (My Biz)

o Department of Defense

Navigator

EE]My Biz h | My Biz
I=] My Information
|| Update My Information
=] NSPS Appraisals (My Biz) h

Change Password if required*

® Must select and provide answer to Security Question
® Include your email address

® Click <Apply> button

Change Password
*ndicates Required Field

«Curtent Password  esseesseee ‘

*Mew Password E_ccuunu ‘

*Re-enter New Password %_loo..onn ‘

@ TIP Passwords must: cortain a minimum of nine characters; contain & mix of at least two lowercase letters, two uppercase letters, two
numbers, and two special characters and be changed every 60 days. Example of Valid Password EMpg231a

NOTE: Your user profile indicates that you have not selected a ‘Security Question' and ‘Answer' for your user account. In order for you to reset your

password via the Forgat Your Password' link at a later date, these security items must be stored in your user profile. Once information is entered,
select the ‘Apply' button to proceed into the application,

«Security Question ?_What is your favorite color v
*Answer | yellow |
Work Email Address (optional) i;hanel_hillar@us.army.mil‘

@ TIP Athough Work Emai Address is optional, in order o take full advantage of the Self Service application (i.e., Self Service
notifications), you are strongly encouraged to provide your work emaill address, *

(* this screen may or may not display)
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Click the blue pencil to access performance plan

My Plans/Appraisals

Appraisals of Hillan, Shanel B
Create |Performance Plan Vl&)

Initiator IAppraisalEﬁemive Date |Ratiug Official |Ap|1|ais.1l Type |App|aisal Status |Demills Update Delete Print
Hillan, Shanel B 01-Jan-2008 Averette, Les M Annual Appraisal - NSPS  Transferred / i @

Upper part of performance plan (scroll down)...

Overnview  Review

™ Setup & Relevant Organizational ~ Job ™ Employee Self ) Component W Intetim W Closeout
Details Mission/strateqgic Goals Dbjectives Assessment for Unigue Reviewrs Assessments
Annual Appraisal Information

Update Performance Plan: Overview

(cancel ) [ Saveand Continue ) ( Transferto Rating Official | [Continue )

Employee Mame  Shanel Hillan Organization  US ARMY CIV PERSONNEL
ADVISORY CENTER ARSEWGD613
01
Position  117087.HUMAN RESOURCES SPEC Location Redstone Arsenal, US
(RECRUIT &
PLACE/CLASS).613999.ARSB.APPR
Occupational Code 0201.Human Resources Specialist Pay Plan/Pay Band  YA02
{NSPS)
Employee Number 403811
Work Schedule Full-Time Asgsignment Status  Active Appointment
Pay Pool ID Appraizal 1D 1175

Placement in Pay Band
Current Base Salary 47907
Minimum Pay Band Level 38824
Maximum Pay Band Level 87039

Setup Details @ Return to Top
* Indicates required field
Appraisal Type  Annual Appraisal - NSPS Rating Official  Averette, Les M
Rating Cycle Start Date  12-Jan-2007 Performance Plan Approval Date  05-Apr-2007
Rating Cycle End Date  30-Sep-2007
Appraisal Effective Date  01-Jan-2008

Relevant Organizatienal Mission/Strategic Goals # Return to Top
Department of Army Chilian Human Resources Strategic Plan Goals: )

1. Mational Security Personnel System is flexible, agile, credible, trusted and fiscally sound.

2. Systematically plan and forecast to achieve the civilian workforce necessary to support the Army's mission. h

(Limit to 1400 characters)
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Lower part of performance plan

Job Objectives ® Retum to Top
| Add Obi&cﬂve )

Joh Objective Title Status View Details Optional Weight (%) Delete

Obj 1 Special Projects APPROVED i 5% i

Db 2 Training Delivery APPROVED / 15% :

Obj 3 - Develop training APPROVED / 0% ]

Obj 4 Advisory Services APPROVED / 20% i
Employee Self-Assessment for Annual Appraisal R Retumn to Top

@ TIP Provide input that you wish to have considered as part of your performance rating assessment
ADVISORY: Information included in this section wilV print on the "official" DD Form 2906 Test, March 2006, Department of Defense NSPS Performance Plan Interim Review(s)iCloseout
Assessment Annual Performance Appraisal,

Self-assessment for Mock End of Cycle will go here later (No action yet)

(Limit to 8800 characters)

Component Unique Information ® Retumn to Top

ADVISORY: Intormation included in this section wii¥ print on the "official" DD Form 2906 Test, March 2006, Department of Defense NSPS Performance Plan interin Review(s)iCloseout
Assessment Annual Performance Appraisel.

(Limd to 4400 characters) ; i ; G
Self-assessment for Interim Review will go here later (No action yet)

Interim Reviews ® Return to Top

Detdis=Stmrate End Date Initiator Status Update
b= Show 12-Nov-2006 30-Apr-2007 Awerette, Les M PENDING /
Closeout Assessments ® Retumn to Tap
Details Start Date End Date Initiator Status Update
No data exists.

[ Cancel ) | Save and Continue ) | Transfer to Rating Official ) | Continue )
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Check your character and line count for your assessments!
* In MS Word, select Tools = Word Count

o Sample accomplishment. doc - Microsoft Word

: File Edit Wiew Inserk Forrmak Toals Table windom Help

TW=T= W= NrWEe = Nr-w:

Mormal + 11 pk = Times MNew Romd
—

P Aq
e
]

Spelling and Grammar... F7
Research... Al Click.
Language

word Counk. ..

Interim Review self-assessment

SukoSummarize., ..

Speech

ssues 1
he atis
s tatic

Shared “Workspace...

Track Changes CErl+Shift+E
Compare and Merge Documents. ..
Proteck Documenk. ..

Online Collaboration

rorloin
ine 18

these
and tl

Letters and Mailings

be or
and h

Macro

Templates and Add-Ins...
SukoCorrect Options, ..
Cuskomize. ..

Qptions...

* No more than 2000 characters (with spaces)

®* No more than 21 lines

Annual Appraisal self-assessment

* No more than 6600 characters (with spaces)

®* No more than 75 lines

Statistics:

Pages

Words

Characters (no spaces)
Characters {with spaces)
Paragraphs

Lines

[ include footnotes and endnokes

[ Show Toolbar |

Hint: Adjust margins in MS Word to reduce lines

F oty
P33 an
Fustotr

10
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Annual Appraisal: Copy and paste Mock End of Cycle self-assessment from
MS Word

Job Objectives @ Return to Top
[ Add Objective

Job Objective Title Status View Details Optional Weight (%) Delete
Obj 1 Special Projects APPROVED f 35% i

Obj 2 Training Delivery APPROVED / 15% fi

Obj 3 - Develop training APFPROVED / 30% ]

Obj 4 Advisary Services APPROYED / 20% ]
Employee Self-Assessment for Annual Appraisal A Return to Top

@ TIP Provide input that you wish to have considered as part of your performance rating assessment
ADVISORY: Information included in this section wilf print on the "official" DD Form 2806 Test, March 2006, Department of Defense NSPS Performance Plan Interim Review({s)/Closeout
Agsessment Annual Performance Appraisal,

1.Planning o)
-Managed 36 classes in the absence of 3 specialists. Marketed classes, negotiated with vendors, cancelled when minimum —
requirements were not filled, prepared rosters, sent announcements and reporting directions, guided customers through
applying, setup training facilities, explgined billing to vendors and customers, graduated students. Received many praising
(Limit to 6600 characters)

Interim Review:
® Copy and paste Interim Review self-assessment from MS Word

® Click <Save> button
Click blue pencil to open Interim review

Interim Reviews A Return to Top
Details Start Date End Date Initiator Status ate
P Show 12-Nov-2006 30-Apr-2007 Ayerette, Les M PENDING

Update literim Review

@ TIP Self-assessment is voluntary but highly recommended. The sel-assessment better informs the supenisor of employee major accomplishments
throughout the period/year.

ADVISORY: Information included in this section wilf print on the "otficial” DD Form 2906 Test, March 2008, Department of Defense NSPS Performance Plan Interim Review(s)iCloseout

Assessment Annual Performance Appraisal

: : Interim Review Initiator  Averette, Les M
Interim Review Start Date  12-Nov-2006 Interim Review Status PENDING

Interim Review End Date  30-Apr-2007
Communication Date
Communication Method
COther Communication Method

Interim Review Approved Date

Employee Acknowledge
Acknowledge

Emp Acknowledged Date

Rating Official Assessment for Interim Review

(Limd o 2000 characters) _
Ohbj 1 = Pragram Oversight A
-All management support and administrative functions have been executed timely and effectively.

- kept the Regional Director informed about important issues.

-| have made recommendations for improvements in administrative processes. v
(Limit to 2000 characters)

(Save )(Cancel )

Employee Self-Assessment for Interim Review

11
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Click <Transfer to Rating Official> (top or bottom of screen)

_Cancel ) ( Save and Continue ) ( Transfer to Rating Official ) | Continue )

T

Click <Submit> button (either one — top or bottom)

Share Appraisal Details with Rating Official

Wihen you click Submit, ownership of this appraisal transfers to the Rating Official. (Cancel ) ( Submit
Notification Message for Rating Official 1
|
\ Cancel_} [ Submit |

Logout or close window — you are done for step 2!

12
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Step 3: Rating Official
Inputs Interim Review assessments and Mock End of Cycle
ratings for mock pay pool

Log in to My Workplace, select NSPS Appraisals (My Workplace)

=) Department of Defense

Mavigator

2 My Bi | My Workplace

O ﬁm | ] All Actions Awaiting Your Attention
=l NSPS Appraisals (My Workplace)
| My Employee Information

| 2] Update My Information

Select employee from list using blue pencil
(use “Next 5” to view additional names)

Performance Management As Rating Official
PlanslAppraisals in Progress
Filter | All Appraisals v]| Create [F‘erformance Plan vll Go )
) Previous (15 )| Next 5.4

Appraisal Effective  |Plan Approval Plan Appraisal
Initiator Employee Date Date Phase Status
Averette, Les Fridell, Anderson 01-Jan-2008 05-Mar-2007 Approved  Ongoing
] D
Averette, Les Grahl, Annetta ¥ 01-Jan-2008 15-Nov-2006 Modified  Ongoing
]
Hillan, Shanel Hillan, Shanel B 01-Jan-2008 05-Apr-2007 Approved  Ongoing &
B
Averette, Les Pichette, Bert |  01-Jan-2008 02-Feb-2007 Modified  Ongoing &
M
Averette, Les Weemes, Sid N 01-Jan-2008 04-Oct-2006 Modified  Pending = A il %
il Approval & . @

13
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Scroll down to the bottom of the appraisal to the Interim Review section, then
click the blue “Update” pencil

Interim Reviews
| Create Interim Review )

Details Request HLR (Optional} Higher Level Review Status Higher Level Review Date Start Date  End Date  Initiator Status  Update
P Show % 12-Mov-2008 30-Apr-2007 Averefte, Les M PENDING /
B

Interim Review:
® Copy and paste Interim Review supervisory assessment from MS Word
® Click <Save> button

Interim Reviews

| Create Interim Review )

Details Request HLR (Optional) Higher Level Review Status Higher Level Review Date Start Date End Date  Initiator Status  Update
P> Show B 12-Nov-2006 30-Apr-2007 Awerette, Les M PENDING /
=

Update Interim Review

@ TIP An interim review should acknowledge achievements to date and suggested areas for improvement. It should facilitate meaningful dialogue and exchange
of concerns.

ADVISORY: Information included in this section wifprint on the "official® DD Form 2906 Test, March 2008, Department of Defense NSPS Performance Plan Interim Review(s)/Closeout

Assessment Annual Performance Appraisal.

Interim Review Start Date 512-Hw2006 Interim Review Initiator Averette, Les M
Interim Review End Date |30-Apr-2007 Interim Review Status E':ADIHG
o5 ——— pprove
CommunicationDate | | Interim Review Approved Date .
Communication Method v Employee Acknowledge v
Other Communication Method | | Emp Acknowledged Date
q 1. Planning. -XXis a local intern who and is doing a really good job managing classes. He got an o]
. . . - ‘opportunity early on to get involved with the total course management process because of the transfer —
Hng INciel Asseasment. or litsrim Rubee ‘and activation of two specialists, and extended sick leave of another. -His educational background in
HR developrent allowed him to facilitate an Interview Skills class with little notice. =
\Obj 1 v Program Oversight )
: : -All management support and administrative functions have been executed timely and effectively. =
Employee SetfAssessment for Interim Review -l kept the Regional Director informed about important issues,

- have made recommendations for improvements in administrative processes.

‘Save )| Cancel )

|€

Click <Update Plan/Appraisal> button (at top or bottom of screen)

Rating Official Review

(Transfer to Employee ) | Update PlandAppraisal ) ( Submit Recormmended Ralngs |

14
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To begin rating the performance objectives, scroll down to the Job Objectives
section, then click the blue “Update Details” pencil by the first job objective

Job Objectives

Select Object: (_Approve ) | ( Add Objective )
Select All | Select None

Objective Update Optional  Adjusted  Job Objective Contributing Adjusted  Weighted
Select Details Title Status etails Weight  Weight (%) Rating Factor Impact  Rating  Rating Delete
O show 90 1 Special - AppROVED B% ¥
ﬁPrujects / — |
Shaw Obi 2 Training  sppPROVED 15% ¥
[0 b>Show Delvery Al | ]
0 pMOb_ja-DevelupApprED / 0% v '
training g :
[ bShow Obi 4 Advisory AppPROVED 0% v
_GLVSeM'ces / R L

Upper part of job objective screen (scroll down)...

Update Job Objective

Click Add Objective to create objectives against which you measure performance. ((Cancel ) (Save and Continue ) (_Apply and Update Next ) (_Apply )
= |ndicates required field

Placement in Pay Band

Current Base Salary 47907
Minimum Pay Band Level 38824
Maximum Pay Band Level 87039

P Show Strategic Organizational Objectives

= Objective Title -Obj 1 Special Projects
(Erder up to 80 characters)

* Start Date |12-Jan-2007
(example: 20-Apr-2007)

Job Objective Status  APPROVED

Date Last Modified 20-Apr-2007

Job Objective | Obj 1 Special Projects: Complete TMD special project(s) and other assigned |
\Action Officer individual or team projects.

Measurement: Projects are completed on time, comply with applicable laws,

regulations and established policies and meet parameters established by Division |
Chief or Teamn Leader. Keep |leadership informed of progress and any problems |
(Limit to 770 characters)

P=teed Help to Write Ohjectives

Working Wersion Job Objective II

(Limit to 2000 characters)

15
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Lower part of job objective screen.
Enter job objective rating using drop-down menu

] Technical F'roﬁl:ienc:y@

[ critical Thinking{®
Cooperation and Tearnwork{d
[ Communication

[ customer Focus{®

O Resource Management@

[} Leadership@

Contributing Factors

B Show Additional Information on Contributing Factors

Optional Weight |[35%  ~ |

Job Objective Rating 3 -

=H Ob L:ti\-’e Rating

b-SI‘_ormance Indicators

B-=H5

=2
1
I

Contributing Factor Impact

R ~

P~ Show Contributing Factor lmpact

B Show Additional Information on Contributing Factor mpact

Adjusted Rating
Adjusted WWeight

Wweighted Rating (If Used)

.: Cancel ]I \ Save and Continue j x Apphy and Update Next:]

_Apply )

Enter Contributing Factor Impact

® Be sure to select +1, 0 (Neutral), or -1. DO NOT leave blank.
® \When done, click <Apply and Update Next>

® Continue for each objective

Contributing Factor Impact O (Meutral) h

B SHe . formation on Contributing Factor Impact

Adjusted Rating 2

Adjusted Weight
Weighted Rating (If Used) 1.05 l

(Cancel ) ( Sawe and Continue ) | Apply and Update Mext ) (_Apply )

el

16
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After rating the last objective, click <Apply> and you will return to the appraisal
screen

The Job Objectives area now shows the job objective ratings, contributing
factor impact, adjusted ratings, and weighted ratings...

Job Objectives

Select Object: (Apprave ) | (Add Objective )
Select All | Select None

Objective Update Optional  Adjusted Job Objective Contributing Adjusted  Weighted
Select Details Title Status Details \_I'\n‘eigll! Weight (%) Rating Factor Impact Rating Rating Delete
B-Show Obi 1 Special - AppROVED B% v 3 0 3 105
0O Show Bisiocs s il L]
B Shaw Ob 2 Training - appRovED 15% | 4 0 4 06
B P show hiery ran |
S Obj 3 - Develop 30% |
Show APPROVED | 3 + 4 1.2
O PSho training van = L]
B> Show Obl 4 Advisory AppROVED 0% ¥ 3 0 3 e
- “ Senices an. ' L]

Notes:

Only approved objectives are rated and used in calculating the
employee’s score. Make sure all approved objectives have a rating.

Annual Appraisal:

® Copy and paste mock annual appraisal rating official assessment from MS
Word

® Click <Apply> button

Rating of Record and Comments
Rating of Record 3-Valued Perormer h

Rating Official Assessment |1 Planning. -¥X is a local intem who and is doing a really good job managing classes. He got an A
opportunity early on to get involved with the total course management process because of the transfer
qand activation of two specialists, and extended sick leave of another. -His educational background in
HR development allowed him to facilitate an Interview Skills class with little notice.
2. Development.  -}X{'s technical expertise is far above what would be expected of an intern just
beginning his second year. He is very comfortable in the classroom and has outstanding VTT skills,
making it possible to utilize him in classroom instruction much earlier than most. XX understands
the Army Training Resources and Requirements System (ATRRS) and the Civilian Human Resource v
(Limit to 2000 characters)
ADVISORY: Information included in this section wilf print on the “official" DD Form 2806 Test, March 2006, Department of Defense NSPS Performance Plan Interim Review( s Closeout
Assessment Annusl Performance Appraissl

Overall Job Objectives Information

Average Score 3.45 < #

(Cancel ) ( Save and Continue ) (_Apply )

(The rating of record and the average score is shown on the screen)

17
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Scroll down to the Interim Review section
Click the icon under “Request HLR (Optional)”

Interim Reviews

( Create Interim Review )

Details Request HLR (Optional) Higher Level Review Status Higher Level Review Date Start Date End Date
P Show I%
]

T

Initiator Status  Update
12-Now-2006 30-Apr-2007 Averette, Les M PENDING /

The default Higher Level Reviewer is shown as the Approver on line 2 (Gus
Vanhecke in this case).

If this is the correct higher level reviewer, click the <Submit> button and
continue.

Submit to Higher Level Approver for Interim Review
»* |ndicates required field

Approvers

Line No Approver Approver Group Category Status Delete
1 Averette, Les M Approver APPROVE i

2 Yanhecke, Gus K Approver FENDIMNG

p-Add Adhoc Approver

cation Message to Higher Level Reviewer
Ent®g your message, and click Submit

\

If this is NOT the correct higher level reviewer, click the <+> button next to
“Add Adhoc Approver” and continue with the next page.

(Cancel ) (_Submit )

Click the <Yes> button on the “Warning” screen

/M Warning

Do you wish to submit the interim review to the higher level reviewer?

Repeat same steps for all employees

18
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Incorrect Higher Level Reviewer (through page 20):

* The “Add Adhoc Approver” section displays.

* Type in the name of the new HLR, followed by the wild card (%), then click

the flashlight icon.

® Format for searching is Last Name (comma) First Name (or initial) (wildcard

%). In this example, | am searching for Troy Cressman:

Approvers

Line No Approver Approver Group Category Status

1 Averette, Les M Approver PEMDING
2 “anhecke, Gus K Approver PEMDING

¥ Add Adhoc Approver

Appraver Type | HR People

Delete

m
m

Approver | Cressman, T

:?——é 2. Click search icon I

Insertion Point | Averette, Les M v

0\

Add |

1. Type last name, first
initial of HLR followed by %

A list of matching names will display.

When you locate the correct name on the matching list, click the “Quick Select”

icon.

If the name is not there, try modifying your search criteria (e.g., leave off the

first initial, just search on the last name followed by the wild card.

Search and Select: Approver

Search

Enter a value in the text field, then select the Go button. ¥ou may use the "%" as a wildcard.

P

Search By | Mame vllCressman, T% |i l=l-]
Results
Quick

Select Select MName Job Title Organization

[ ) =2 Cressman, 0525 Accounting Technician ROMME OPLOS DO3SKHFO000 01

== Tracey G 0525
[ ) = Cressman, 0201 . Human Resources US4 C PERSORMEL OPS CTR,
Troy G Specialist (MSPS) SOUTH CENT ARSEWEDEAA, 01

L Cancel | | Select )

Business
Group

CvDODHR

Email

CHDODHR

L Cancel | | Select |
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Once selected, the new name displays in the Approver block.

Click the <Add> button to proceed:

Approvers
Line No Approver Approver Group Category Status Delete
1 Averette, Les Approver FENDING T
2 “anhecke, Gus K Approver FENDING T
New Higher Level
¥ Add Adhoc Approver Reviewer’s name
Approver Type | HR People » //
Approver |Cressman, Tray G F ,,5?
Category | Approver % .
o New HLR will appear after
Insertion Paint . .
; the Insertion Point name
[ Add
ol |
Click <Add> button

The new higher level reviewer’'s name has now replaced the former HLR:

Approvers
Line No Approver Approver Group Category Status Delete
1 Averette, Les M Approver PEMDING
2 Cressman, Troy G ,4 New HLR replaces former HLR PENDING o
¥ Add Adhoc Approver

Press the <Submit> button to route to the HLR:

Click the <Yes> button on the “Warning” screen

/A Warning

Do you wish to submit the interim review to the higher level reviewer?

Repeat same steps for all employees

¥

| C:ancer] | Submit]

(No) (Yes)
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Step 4: Higher Level Review

Log in to My Workplace, select NSPS Appraisals (My Workplace)

Department of Defense

Navigator

3 My Biz | My Workplace

= All Actions Awaiting Your Attention
NSPS Appraisals (My Workplace)
My Employee Information

Update My Information

Change Password if required*

® Must select and provide answer to Security Question
® Include your email address

® Click <Apply> button

Change Password
¥|ndicates Required Field
*Current Password  |esesesssee |

*New Password !oom"tu--. ‘

*Re-enter New Password | eseeesesee |
@ TIP Passwords must: contain & minimum of nine characters; contain a mix of at least two lowercase letters, two uppercase letters, two

numbers, and two special characters and be changed every B0 days. Example of Valid Password EMpg2315a

NOTE: Your user profile indicates that you have not selected a ‘Security Question® and ‘Answer for your user account. In order for you to reset your
password via the Forgot Your Password' link at a later date, these security iters must be stored in your user profile. Once information is entered,

select the ‘Apply’ button to proceed into the application.

*Security Question iWha! is your favorite color v

|
*Answer  |yellow |

Work Email Address (optional) shanel.hillan@us.army. mil|
@ TIP Athough Work Emai Address is optional, in order to take full advartage of the Self Service application (i.e., Self Service *

nolifications), you are strongly encouraged to provide your work email address.
Cancel Apply

(*This screen may or may not display)
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Select employee from list using blue pencil
* Note Appraisal Status “Pending IR HLR Approval”
* If more than 5 names, use “Next 5” (not shown) to view additional names

Performance Management As Rating Official

Plans/Appraisals in Progress

Fier | All Appraisals ¥, Create | Performance Plan ¥/( G0

Appraisal Effective  [Plan Approval  [Plan
Initiator Employee Date Date Phase Appraisal Statu Details Appraise Delete Close Print
Hillan, Shanel Hillan, Shanel B 01-Jan-2008 05-Apr-2007 Approved  Pending IR HLR hﬂ % &
B Approval / &
Averette, Les  Fluegel, Piedad (01-Jan-2007 DB-Nov-2006 Approved  Pending Approval / i | % @

M 14

Upper part of performance plan (review as desired; click “Show” to see
Job Objective details; scroll down)...

Details: Higher Level Reviewer (HLR) for Interim Review
[ Approve ) | Retumn for Correction )

Employee Name Shanel Hillan Organization US ARMY CIV PERSONNEL
ADVISORY CENTER ARSEWG6D613
01
Position  117087.HUMAN RESOURCES SPEC Location Redstone Arsenal, US
{RECRUIT &
PLACE/CLASS).613999.ARSB.APPR
Occupational Code  0201.Human Resources Specialist Pay Plan/Fay Band YA-D2
{NSPS)

Employee Mumber 403811

Work Schedule Full-Time Assignment Status  Active Appointment
Pay Pool ID Appraisal D 1175
Relevant Organizational Mission/Strategic Goals

-Deparlment of Army Civilian Human Resources Strategic Plan Goals: ‘_".‘

1. National Security Personnel System is flexible, agile, credible, trusted and fiscally sound.
|2. Systernatically plan and forecast to achieve the civilian workforce necessary to support the Army's mission. [

Job Objectives

Only "Approved” Job Objectives will be used to calculate the rating of record and average score. All "approved” Job Objectives with assigned optional weights must

Show All Details | Hide All Details

Details Job Objective Title  Status Optional Weight (%) Adjusted Weight (%) Job Objective Rating Contributing Factor Impact Adjusted Ratin
B-Show Obj 1 Special Projects APPROVED 35 3 1] 3
p>Show Obj 2 Training Delivery  APPROVED 15 4 0 4
P>Show Obj 3 - Develop training APPROVED 30 3 +1 4
BShow Obj 4 Advisory Services APPROVED 20 3 0 3

Overall Job Objectives Information
Average Score 345
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Center part of performance plan (review as desired, scroll down)...

Overall Job Objectives Information
Awerage Score 345

Rating of Record and Comments

Rating of Recard  3-Walued Performer

Rating Official Assessment 1. Planning. -XX is a local intern who and is doing a really good job managing classes. He got an opportunity
early on to get invelved with the total course management process because of the transfer and activation of
two specialists, and extended sick leave of anether. -His educational background in HR development allowed
him to facilitate an Interview Skills class with little notice, 2, Development. -XXys technical expertise is far
above what would be expected of an intern just beginning his second year. He is very comfortable in the
classroom and has outstanding VTT skills, making it possible to utilize him in classroom instruction much
earlier than most. -XX understands the Army Training Resources and Requirements System {(ATRRS) and the
Civilian Human Resource Training Application System (CHRTAS) and very effectively uses hoth tools. -He
supperts our NSPS training effort by graduating students when rosters are received for the multitude of NSPS
classes being conducted in the NE Region. -Developed an on-line slide show to demonstrate use of the new
spreadsheet to enter training in DCPDS. The spreadsheet received from DoD assumed users would have more
knowledge of coding than they do and that they would have access to DCPDS tables, which they do not. XX
added programming rules to reduce errors and the necessary information to the list of values to clarify and
define the categories. -Super cooperative and willing to do whatever is necessary to support the HRD
pregram. 3. Project Management. -XX is our web master and used his extended knowledge of computer
technology to redesign the NE Region web site. He has worked hard to simplify navigation and make
maintenance of the web site more efficient. -XX alse helps maintain our calendar of regional training.

ADVISORY: Infarmation included in thiz section wif print on the "official" DD Form 2906 Test, March 2006, Department of Defense MSPS Performance Plan Interim Review 210 oseout
Azzezzmert Annusl Performance 2ppraisal,

Employee Self-Assessment for Annual Appraisal

& TIP Provide input that you wish to have considered as part of your performance rating assessment

ADVISORY: Infarmation included in this section wif print on the "afficial" DD Farm 2906 Test, March 2006, Department of Defense NEPS Performance Plan Interim Review 2100 oseout
Azzezzment Annual Performance &ppraisal.

1.Planning -

-Managed 36 classes in the absence of 3 specialists. Marketed classes, negatiated with vendars, cancelled when minimum

requirements were not filled, prepared rosters, sent announcements and reporting directions, guided custormers through

applying, setup training facilities, explained billing to wendars and customers, graduated students. Received many praising ¥

Bottom part of performance plan (review as desired; click “Show” to see
Interim Review details — see next page)

Component Unique Information
X: Information included in this
ment Annual Performance Apprai

tion wilf print on the “official” DD Form 2906 Test, March 2006, Department of Defense NSPS Performance Plan Interim Review (s Closeout

Interim Reviews

Details Higher Level Review Status Higher Level Review Date Starnt Date End Date Initiator Status
B-c « 12-Mov-2006 30-Apr-2007 Averette, Les M PENDING

Closeout Assessments

Details Start Date End Date Initiator Status
Mo data exists.

Return to Pedarmance Man

ment As Rating Official ( Approvej \_Return for Caorrection )
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Interim Review details, review as desired

Interim Reviews

Details Higher Level Review Status Higher Level Review Date Start Date End Date Initiator Status
¥ Hide 12-Mow-2006 30-Apr-2007 Averette, Les M PENDING
Irterim Review Start Date 12 Nov-2006 [nterim Review Initistor - Averette, Les M
Interim Review End Date 30-Apr-2007 Interim Review Status PENDING
Communicate Date Interir Review Approved Date
Communicate Method Erployee Acknowledge
Other Communicate Method Employee Acknowledge Date

1. Planning. ¥ is a local intem who and is daing a really good job managing classes. He got an
opportunity eatly on to get involved with the total course management process because of the transfer
and activation of twa specialists, and extended sick leave of another. -His educational background in
HR development allowed him to facilitate an Interdew Skills class with little natice.

Rating Official Assessment for Interim Review

Obj 1§ Program Crversight

-All management support and administrative functions have been executed timely and effactively.
- kept the Regional Director infarmed about impartant issues,

-| hawe made recommendations for improvernents in administrative processes.

Employee SelfAszessment for Interim Review

Higher Level Reviewer cannot make changes to the appraisal.

® Use the <Approve> button to approve the Interim Review
® Use the <Return for Correction> button to have the rating official make

changes

[ Approve ) | Return for Correction )

If returned for correction, rating official and higher level reviewer will repeat
Steps 3and 4
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Click the <Submit> button to return the appraisal to the rating official (whether
approved or being returned for correction)

HLR Notification Message to Rating Official

Enter your message, and click Submit

. l

Cancel ) (_Submit)

Click the <Yes> button on the “Warning” screen

/N Warning
Do you wish to approve the Interim Review of Record?
(No) (Yes)

Repeat same steps for all employees
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Step 5: Rating Official Finalizes Interim Review

Note: Before beginning this step, the rating official must meet with the
employee and communicate interim review assessment.

Log in to My Workplace, select NSPS Appraisals (My Workplace)

=85 Department of Defense

Navigator
2 My Biz My Workplace
My Workplace All Actions Awaiting Your Attention

MNEPS Appraisals (My Workplace)
Wy Employee Information
Update My Information

Select employee from list using blue pencil
* Note Appraisal Status “IR Approved by HLR”

Performance Management As Rating Official

Plans/Appraisals in Progress

Filter W Create | Performance Plan v kG_f-’_)
- © Previous [15_ 8] Next5 &
Initiator lEmployee [Appraisai Effective DalelPlau Approval DatelPlan PhaselApptalsal Status |Details Appraise Delete Close Print
Averette, Les M Fridell, Anderson D 01-Jan-2008 05-Mar-2007 Approved  Ongoing / i % &
Averette, Les M Grahl, AnnettaV 01-Jan-2008 15-Nov-2008 Modified Ongoing / il x &
Hillan, Shanel B Hillan, Shanel B 01-Jan-2008 05-Apr-2007 Approved IR Approved by HLR / hﬂl % &
Averette, Les M Pichette, Bert | 01-Jan-2008 02-Feb-2007 Modified Ongoing = / % &
Averette, Les M Weemes, Sid N 01-Jan-2008 04-Oct-2006 Modified  Pending Approval 0| % |&

Scroll all the way down to the Interim Review section
Click the “Show” link to open the Interim Review
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Interim Reviews
| Create Interim Review )

Details Higher Level Review Status Higher Level Review Date Start Date End Date Initiator Status Update
P=Show APPROVED 20-Apr-2007 12-Now-2006  30-Apr-2007  Awerette, Les M PENDING /
Enter Communication Date and Method (the date you held the Interim Review
conversation with this employee).
Click the <Save> button.
DO NOT CHECK "APPROVER.BUTTON UNTIL AFTER
EMPLOYEE ACKNOWLEDGE
Interim Reviews
| Create Interim Review |
Details Higher Level Review Status Higher Level Review Date End Date Initiator Status Update
b= Show APPROVED 20-Apr-2007

30-Apr-2007  Awerette, Les M PENDING /
Update Interiin Review

@ TIP An interim review should acknowledge achievements to date and suggested areas for improver™&. It should facilitate meaningful dialogue and exchange
of concerns

ADVISORY: Information included in this section wilf print on the "official® DD Form 2908 Test, March 2008, Departmert of Defense

Assessment Annual Performance Appraisal

Interim Review Start Date | 12-Nov-2006 | [B]

S Performance Plan Interim Review(s)/Closeout

Interim Review InNgtor Averette, Les M

Interim Review End Date |30-Apr-2007 Interim Review Statdy, PENDING
o e h Approve
Communication Date |24-Apr-2007 | Intetim Review Approved Date _
Communication Method | Face to Face ¥ E Employee Acknowledge v
Other Communication Method | | Emp Acknowledged Date
1. Planning. -XXis a local intern who and is doing a really good job managing classes. He got an A

’ : - . opportunity early on to get invalved with the total course management process because of the transfer 3
fficial A for | e Pt : : . J
Rt R e\ asmmont e Intorien R and activation of two specialists, and extended sick leave of another. -His educational background in
'HR development allowed hirn to facilitate an Interiew Skills class with little notice.

v
Obj 1 ¥ Program Owversight ~
. : : -All management support and administrative functions have been executed timely and effectively, —
Erployes Sl esment fur litenn Review -| kept the Regional Director informed about important issues,
|-l have made recormmendations for improvements in administrative processes. ™
Save ) Cancel
Click <Transfer to Employee>
| Transfer to Employee ) | Update PlaniAppraisal ) ( Submit Recommended Ratings |

27



7 June 2007

Click <Submit> button (top or bottom)

Share Appraisal Details with Employee
\ i’;fance'l_"J ( S'ubnjii' )
Details to be Shared with Employee

Select appraisal components completed by the rating official to share with the employee.
[¥]Jab Objectives

Employee Permissions
Indicate whether the employee can update plan/appraisal.
Update Plan/Appraisal

Leave these boxes
checked*

Motification Message to Employee
Enter your message, and click Submit to share the appraisal with the employee.

Ca ncel_' ) | Submit

* Job objectives box must be checked for employee to view objectives.
* Employees will not see the ratings or supervisory assessment.

* Update Plan/Appraisal box must be checked for the employee to
acknowledge the Interim Review

Repeat same steps for all employees

Confirmation on the main appraiser screen

Main Appraiser

&, Confirmation

The appraisal has been transfered to the employee,
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Step 6: Employee Acknowledges Interim Review

Click My Biz, then NSPS Appraisals (My Biz)

Department of Defense

MNavigator
=My Biz h My Biz
=] My Information
] Update by Information
=] NSPS Appraisals (My Elz}h

Click the blue “Update” pencil to access performance plan

My Plans/Appraisals

Appraisals of Hillan, Shanel B

Create lFelfnnnanca Plan__\f Go

Initiator Appraisal Effective Date  [Rating Official lApplaiﬁalType 'Applaisal Status |Detalilsmtnl}a-‘:i;l:.'”Ii;i;t; Print

Hillan, Shanel B 01-Jan-2008 Averette, Les M Annual Appraisal - NSPS  Transferred / i a
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Top part of performance plan (scroll down)...

& Setup & Relevant Organizational o Joh & Employes Self & Component a0 |nterim & Clogeout
Details Mission/Strategic Goals Objectives Assessment for Unigue Eeviews Assessments
Annual Appraisal Information

Update Performance Plan: Overview

|Cancel ] | Save and Continue ] | Transfer to Rating Official ) [Sontinue )

Employee Mame Shanel Hillan Organization US ARMY CIV PERSONNEL
ADVISORY CENTER ARSEWGDG13
01
Paosition 117087 .HUMAN RESOURCES SPEC Location Redstone Arsenal, US
{RECRUIT &
PLACE/CLASS).613999.ARSB.APPR
Occupational Code  0201.Human Resources Specialist Pay Plan/Pay Band YA02
{NSPS)
Ermployee Mumber 403811
Work Schedule  Full-Time Assignment Status  Active Appointment
Fay Pool ID Appraisal ID 1175

Placement in Pay Band
Current Base Salary 47907
Minimurm Fay Band Level 38824
Maximum Pay Band Level 87039

Setup Details A Beturn to Top
* |ndicates required field
Appraisal Type Annual Appraisal - NSPS Rating Official Awverette, Les M
Rating Cycle Start Date  12-Jan-2007 Perfarmance Plan Approval Date  05-Apr-2007
Rating Cycle End Date 30-Sep-2007
Appraisal Effective Date  01-Jan-2008

Relevant Organizational Mission/Strategic Goals @ Return to Top

Departrment of Army Civilian Human Resources Strategic Plan Goals: )

1. Mational Security Personnel System is flexible, agile, credible, trusted and fiscally sound.

2. Systematically plan and forecast to achieve the civilian workforce necessary to support the Army's mission. et
Center part of performance plan (scroll down)...
Job Objectives #® Return to Top
| Add Ohjective )
Job Objective Title Status View Details Optional Weight (%) Delete
Obj 1 Special Projects APPROVED f 35% il
0bj 2 Training Delivery APPROWED f 15% il
0bj 3 - Develop training APPROWED f 30% il
Obj 4 Advisory Serices APPROWED f 20% i}
Employee Self-Assessment for Annual Appraisal ® Return to Top

@ TIP Provide input that you wish to have considered as part of your pedformance rating assessment
ADVISORY: Information included in this section wil print on the "official" DD Form 2906 Test, March 20068, Department of Defense NSPS Performance Plan Interim Rewview s WCloseout

Azsessment Annual Performance Appraisal,

1.Flanning

-Managed 35 classes in the absence of 3 specialists. Marketed classes, negotiated with vendors, cancelled when minirmum
requirements were not filled, prepared rosters, sent announcements and reporting directions, guided customers through
applying, setup training facilities, explained hilling to vendors and customers, graduated students. Received many praising »
[Limit to BE00 characters)

E

Component Unique Information #® Return to Top
ADVISORY: Information included in this section wilf print on the "official" DD Form 2906 Test, March 2006, Department of Defense NSPS Performance Plan Interim Review( s Clozeout
Aszessment Annual Performance Appraisal.

[Lirnit to 4400 characters)
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Lower part of performance plan
Click “Show” link to open Interim Review

Interim Reviews ® Retum to Top
Details Start Date End Date Initiator Status Update

P Show 12-Nov-2008 30-Apr-2007 Averette, Les M PENDING /

Clos@out Assessments A Retum to Top
Details Start Date End Date Initiator Status Update

No data exists.

(Cancel ) | Save and Continue ) | Transfer to Rating Official | |Centinue )

Click the “Acknowledge” box
(Once you have acknowl
undone)

ed the interim review, this function cannot be

Click the <Save> button
The interim review status will not chagge from "Pending” to "Approved" until

the Rating Official approves the interimMgview.
Interim Reviews A Retum to Tot
Details Start Date End Date Initiato Status Update
B Show 12-Now-2008 30-Apr-2007 PENDING /

Update hterim Review
@ TIP Self-assessment is voluntary but highly recommended. The self-assessment better |

throughout the periodfyear
ADVISORY: Information included in this section wilfprint on the "official” DD Form 2906 Test, March 2006, Departmel
Assessment Annual Performance Appraisal.

Interim Review Start Date  12-Nov-2006 . .
Interim Review End Date  30-Apr-2007 Intarim g:i;:: E:;:z\:e?tDat
Communication Date  24-Apr-2007 Employee Acknowledge
Communication Method Face to Face
Other Communication Method

rms the supemisor of employee major accomplishments
f Defense NSPS Performance Plan Interim Review(s)/Closeout

Interim Review [INjator Averette, Les M

O Acknowledge
Emp Acknowledged Date

(27 UBVEIDPIMENT. -AXYS TECNNICAT EXPEIISE 15 Tar an0ve @nal WoUld Ue eXpected or an Intem Just A
beginning his second year. He is very comfortable in the clissroom and has outstanding VTT skills, =
Rating Ofiicial Assessment for Interim Review | making it possible to utilize him in classroom instruction much earlier than most.  -XX understands
the Army Training Resources and Requirements Systern (ATRRS) and the Civilian Human Resource
I Twmimime fonlinabise Cuabaes (CROTADY vl wmma afastisnlu s okl banla [ T W . —
(Limit 10 2000 characters)
Obj 1 § Program Owersight
-All management support and administrative functions have been executed timely and effectively.
- kept the Regional Director informed about important issues.
-l have made recormmendations for improvements in administrative processes,
(Limit to 2000 characters)

t

Employee SelfAssessment for Interirm Review

lie
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Click the <Transfer to Rating Official> button

Update Performance Plan: Overview

(Cancel ) (Saveand Continue ) ( Transfer to Rating Official | |Continue )

Click <Submit> button (either one — top or bottom)

Share Appraisal Details with Rating Official
When you click Submit, ownership of this appraisal transfers to the Rating Official. Cancel ) ( Subrmit
Notification Message for Rating Official 1

(Cancel) (Sutp

Confirmation — appraisal has been transferred

!

Confirmation
The appraisal has been submitted to the rating official.

My Plans/Appraisals

Appraisals of Hillan, Shanel B
Create | Performance Plan v | Go

Appraisal Status IDetaiIs Update Delete Print
280 K

Initiator IAppraisaI Effective Date Rating Official lAppraisal Type
Hillan, Shanel B 01-Jan-2008 Averette, Les M Annual Appraisal - NSPS Ongoing

Logout or close window — you are done!

Interim Review and
Mock End of Cycle Assessments for Mock Pay Pool are now
completed in the PAA
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